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CHAPTER I 
STATEiviENT OF THE PROBLEM 
Purpose of the Study 
Organi zat ion of duties.-- This has been a study of hovr 
the secondary school princ i pals of Nevv- Hampshire distribute 
their school time. 1~e distribution of the -a®1inistrator•s 
time depends usually on his o m sense of values and his ability 
to delegate wisely such a®linistrative and clerica l t a sk s as 
can be performed by clerics , pup ils, teachers, and a®linistrat i ve 
assis tants. Lack i ng these assistants, he devotes much time to 
work a t the clerica l leYel, or he loses himself in school 
statistics, or he engag es too largel y in communi t y activities, 
or he becomes too largely concerned in interschool competition. 
He is t h e chief detern1inant of the distribution of his 
time within the s chool day and , a lso, of t h e amount of time h e 
will s pend on dut ies outside of the school day . Unlilce the 
teacher, the principal has muc h greater 1'reec1om in determining 
what his working day shall consist. He must , in g eneral, be 
in school as many hours a s t he teacher, but he makes his mvn 
schedule, or neglects to make one. 
Demands on the teaching principal.-- For the principal 
who is required t o do some teaching , finding time to perform 
-1-
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supervisory duties and at the same time to meet daily damands 
s p ecified by laws, state regulations, and loca l rules, as 
well as the routine aillirlnistrative and clerical duties essential 
to the operation of the school becomes a very difficult task. 
Since it has been revealed in this study that over 70 per cent 
of the high-school principals of New Hampshire must teach at 
11 
least part of the time, it is apparent that these principals 
are confronted with a g reated task of preparing a time budg et 
for the demands made upon them than are those vmo are not 
required to teach. 
The enumeration of the various ldnds of demands made upon 
afuainistrators indica tes that the proper performance of the 
position is an undertal{ing which challeng es the ability of the 
most able and best-trained individuals. \;bat duties mi ght be 
delegated and what members of the staff might be expected to 
perform the duties presents a major problem in school 
administration. 
Method of Investigation 
Selection of items used in inquiry form.-- Since it was 
impossible to personally intervievv all secondary-school princ-
ipals of New Hampshire, · an inquiry form was selected as the 
best possible means of' collecting the necessary data. A 
preliminary set o1' items to be inclu.ded in the form was drawn 
up . After these items had been screened, p ersonal interviews 
17 See 1£ble 6, p. 17. 
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with several principals were held. As a result of their 
comments and suggestions, several chang es in the type questions 
to be used were made, and the final draft of the inquiry form 
was made ready to mail out to each high-school principal 
involved in this study. 
Method of contacting principals.-- Copies of the inquiry 
1/ y 
form and the letter ot· transmittal were mailed to 91 
secondary-school principals. Their names and school addresses 
vvere obtained from the New Hampshire State Department of 
Education directory . Forms were sent out between ·January 10, 
1951 and January 13, 1951. · Within 15 days, 55 principals had y 
returned their forms. A follow-up postal card vvas sent to 
each of the 36 principals iNho had not replied to the original 
letter. Of the 91 inquiry forms mailed out, ?5 or 82 per cent 
were returned. 1he returns were tabulated and the results of 
the study 1Nere written on the basis of the inquiry forms 
returned. 
Description of inouiry form used.-- It was decided to 
divide the fonn into six sections, in order to cover as much 
as poss ible the scope of the duties of the high-school principal. 
The first section contained questions of a general na ture, so 
that the ·writer could g et a picture of each school in the study. 
From the data received in this section, the schools could then 
be classif ied into groups according to type of organization, 
JJ. bee Appendix, pp. 49-52 
gj See Appendix, p. 53 
~ See Appendix, p. b4 
. .., 
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enrollment size, number of' :full o.nd :part-time teachers 
employ eu., additional grades supervised, if any, nur1ber of 
hours and periods in the school day , and the length of each 
class :period . 
The second section was developed to include those principals 
who teach classes in addition to their regula r administrative 
and supervisory duties. :fl,rom t h e data received, the vTriter 
could then determine the extend of classroom teaching done by 
principals. Included was t h e question of ·what subject-matter 
fields are being taught by thes e pri ncipals engag ed in teaching . 
This was done, primarily, to find out what fields are most 
represented by teach ing principals. Items such a s the number 
of principals who coach a thletics, direct or coa ch extr a -
curricular activities, and the amount of school-time s pent in 
all t h ese functions. Responsibilities in all or part of these 
duties off er s erious limitations to the principal who is 
a ttempting to find more time for important administrat ive and 
supervisory duties. 
In .the third section, the vvriter sought to obtain in-
forma tion regardinB a dmi nistrative duties, such as maintaining 
regular office hours, time allotments for specific afuainistra-
tive duties, and the ava ilability of' assistant adminis-trators • 
Space "\.Jas provided to list any additional administrative 
functions not alrea dy covered in the inquiry form. 
The fourth section included questions concerning super-
' ' 
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visory duties of the principal. ltems such as the amount 
of time spent in vi s iting classes to observe teaching , helping 
tea chers vri th their tea ching problems, holding meetings vri th 
department heads regarding instruction, visiting homes of 
pupils regarding school matters, conferences with sup ervisors 
regarding visitation of cla sses, and the supervision and 
preparation of ·the assembly progr am were included. >=>pace was 
provided to list any additional functions not included in 
this sec·tion. In addition, it was asked to indicate the 
number of classroom visits able to be made ea ch week , the mean 
length of these visi ts , frequency of g eneral faculty meetings, 
and the mean leng t h of these meetings. 
The fifth section included any clerical duties which may 
t ake up some of the administrator's school tirn.e. A list of 
such items were prepared, and the principal vvas a s k ed to 
indicate the number of minutes he i s able to give to ea ch duty . 
daily. Also, informat ion vras sought cone erning the avail ability 
of full and part-t ime clerks, and whether the principal made 
' use of pup ils, teachers, or the comrn.ercial depart ment as 
clerical assistants. ~1e presence or l a ck of such a ssistants 
a ffects the demands made up on the principal's budg eting of 
1his school time. 
In the final section, the -vvr i ter sought to find out the 
extent of the principal's corrLTJ.unity activities. He was asked 
to indica te vrhat community a ctivities he is actively engaged 
in, and whether h is participation infring ed upon any of his 
6 
school time, as they might Y.rell in some instances. Because 
some or the a ctivities may be a legitimate part of his 
school day, thus, necessitating allotting some or his school 
time , the writer included these items in the sixth section. 
Review of Related Studies 
Concern ing distribution of time on certa in functions 
of' the Princinalshi;p.-- The National t>urvey of Secondary 
11 indicated in its study the follovling : Educa tion 
"The reports from l)rincipals of independent second-
schools indicate that they devote smaller percentag es 
of their time to administrative activities, to research 
duties, to supervisory activities, and to guidance 
activities than do city secondary-school principals. On 
the other hand, these principals without exception 
reported that larger percentag es of their time were 
devoted to cla ssroom teaching . Principals of rural high 
schools devote less tliae to administrative and supervisory 
fi1nctions and more time to tea ching than do principals 
of other types or indep endent secondary schools." 
Tne data in this writer's study is in approximate 
agreement with the findings of the above survey insofar as 
the ca tegories used in both studies permit putting the data 
in comparable form. 
In an investigation of the way principals of the North 
Central Association of Colleg es and Secondary Schools s p end 
Roy o. Billett, Administration and 0upervision,Bulletin 
Number 17, 1 932, The National Survey of' Secondary Ed.ucat ion, 
Monograph Number 11, united States Office of Education, 
mshington, D.C., 1933, pp . 117-118. 
their time, Davis reported the following: 
"In a typical average day the typical principal 
spends his time somev;rhat as follows: approximately 
40 minutes inspecting the building; from 40 to 60 
minutes supervising instruction; 90 minutes teaching 
classes; 40 minutes taking charge of session rooms; 
60 minutes carrying on routine office work; and 30 
minutes each for holding conferences vdth teachers, 
holding interviews with pupils, being interviewed 
by callers, attending student collateral activities, 
and attending to civic and out-of-school professional 
matters.TI 
7 
Reavis and Woellner evidently consider the principal 
too larg ely "office principals", and they present the follow-
ing data to analyze the situation: 
"Tvrenty-five per cent of the principals maintain 
regular office hours for pupils; 21 per cent, ·for 
teachers; and 14 per cent, for parents and visitors. 
Twenty-three percent of the principals attempt to 
systematize their office work by the public announcement 
of their office hours. Six per cent of the principals 
post notices of their office hours on their office 
doors. This lacJc of definite office hours tends to 
make it difficult for the principal to find time for 
duties outside the office, and it decreases the likelihood 
of his having periods of uninterrupted study of larg e 
problems of administration." 
- '2.1 
Eikenberry found that the median number of periods 
taught per day by high-school principals who responded to his 
inQuiry were as follows: "Those in high schools enrolling 
y O.O.Davis, "The Duties of High-School Principals", 
School Review, (!may, 1921), 24:344. 
2:) William c. Reavis, and Robert Woellner, "The Time and 
the ~ersonnel Ava ilable for Administrative Duties in 
Secondary >:>chools," School Review (October, 1928) 36:577-578. 
'2} Dan H. Eikenberry, Status of the High School rincipal, 
Bulletin Number 24, 1925, United States Office of ~ucation, 
Washington, D.O., Table 55, p. 54. 
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100 or fewer, 5; 101-200, 4 , 201-300, 3; 301-500, 2; 501 
or more, O." 
Judged f rom the study of school pr actice by Eikenberry , y -
a s a lso from tha t made by Koos, the principalsh i p is 
g enerally a part-time profes s ion in schools with enr ollments 
or - fewer than 500, and going 'from the smallest schools to 
larger and larger ones, t he principal is granted l a r g er and 
l ar g er portions of his time for discha r g i ng h is administrative 
and supervisory duties. 
- y 
Cubberley ha s offered a number of helpful s uggestions, 
especially with ref erence to the development and follmYi ng 
of a da ily schedule which makes ampl e provision for the 
larger administrative and sup ervisory duties. 
1/ Op • cit. , p. ? 
gJ Leonard v. Koos, The Hi gh School Prine ipal, Houghton 
Mi f flin Company, ~oston, 1924, Table 55, p . 72 . 
y E. P .Cubberley, 'l'he Principal and His School, Houghton 
Miff lin Company, Boston, 1923, Chap. 2 and Chap. 10. 
CHAPTER II 
S TA'l1ELV1El.\TT AND I NTERl)RE'rA'l'ION OF lnNDlllGS 
The data obta i n ed in t h is study of how the secondary-
school principals of Ne1N Hampshire distribute t heir s chool-
time have been divided into six main headings, namely, 
preliminary information concerning organiza tion of the schools, 
· instruction, administration, supervision, clerical, and 
comn1unity relations. 
Preliminary Information Concerning 
Organiza tion of the Schools 
'lY]e of organization in t h e s chools surveyed.-- Francis y 
T. Spaulding , in conjunction with the Nationa l Survey of 
Secondary Educat ion r eported the f ollowi ng data on reorgani z ed 
schools in our country: 
YI'J.1J:le maj ority of reorgan:Lzed schools through 
the country have adopted either a 6-3-3 or a 6-6 p l an 
of organization, v.rith occasiona l use of the 6-2-4 p l an . 
Presen t tendencies increas ingl y favor the 6-3-3 and 
6-6 pl ans . 1' 
Seventy-five p er cent of the high schools of Ne1.•r Hampshire 
were f ound to be based on eith er a 6- 3-3 or a 6-6 pl an of 
1/ Franc is T. Spaulding , 0. I. Fred erick, a nd Leonard v·. Koos, 
The Reorganization of Secondary Education, Bulletin Number 
17, 1932 , The National Survey of Secondary Education, 
Monograph Number 5, United States Office of Education, 
Washington, D. c., 1933 , p . 54. 
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organization, t he 6-6 plan having the largest representation. 
Table 1 g ives the nuraber of schools reporting in this study, 
and their typ e of organizat ion. For purposes of making 
comparisons, t he schools represented in all tables included 
in this t hesis have been grouped according to their 'high-
school enrollment, as of September 1, 1950, and. arbitrarily 
placed into one of four groups. Group I includes schools 
\ 
enrolling 100 or fewer; Group II, 101-200; Group III, 201-
500; and Group IV, 501 or more. 
Table 1. Organization of the Secondary Schools of Nevr 
Hampshire 
Enrollment 
Group 
(1} 
I • .. • • • • • • 
llOO or fewer} 
II . . . . . . . . . 
(101-200) 
III ••••••••• 
l 201-500J IV~ • • o •• o •• 1· 
{ 501 Or more) f 
Tota l •••• i 
Hesponses 
'tYPe of 
Organiza tion 
6-6 l 8-:-4 16-3-3 
(2) 1(3) 
1 6 1 5 
-I 
22 3 
13 8 
3 3 
54 19 
I 
l4J 
I 0 
I 
0 
0 
2 -
2 
Total 
:Number 
(5) 
21 
.25 
21 
8 
?5 
... Ei ghty-nine p er cent ot"' the schools reporting are in groups 
enrolling up to 500 pupils in the high school. n1e l a r g er 
10 
11 
communities, such as rv.~anchest er, Nashua, Dover, voncord 
Laconia , and Rochester, a re included in Group IV(501 or more), 
·while the smal1 er communi ties are represented in the remaining 
enrollment groups. All but 19 schools in this study are 
organized on either the 6-6 or 6-3-3 plan of organization. 
&'upervision of elementary grades by high-school 
principals.-- 1Thirty-one per cent of the principals indic ated 
supervising elementary grades, in addition to their 
regular grades. Fifty-seven p er cent of the administrators 
in Group I(lOO or fewer} and 32 per cent of those in Group 
11(101-200J are in charge of the lower grades. Table 2 
shows the number and per cent of high-school principals 
reporting supervising all or part of these grades. 
Table 2. Number and ~er vent of Principals Who supervise 
Elerr..entary u-rades 
Responses 
Enrollment Per 
Group Number uent 
(1) {2} { 3) 
I • • • • • • • • • • • 12 116.0 (100 or fewerJ 
II •.••••••••• 8 111.0 
(101-200} I 
I III ••••••••••• 2 3.0 I (201-500} I 
IV •••••••••• .J 1 1.0 
\501 or more} 
Total ••••••• 23 31.0 
Since the majority of secondary schools in New Hampshire 
are in the smaller communities of the state, many of these 
localities lac}~ the necessary funds for an administrator 
trained in elm1entary education, the high-school principal 
is given the additional responsibility of supervising the 
elementary grades . This necessitates a readjustment of the 
distribution o:E' the principal t s time to include a valid 
allotment to these additional grades. 
Because o:f this additional duty, the schools of' Groups 
12 
I and II have a wider range and variety in the administrative, 
supervisory, and other duties of the p:-incipals in charge . 
This presents a serious problem in the professional training 
of these princ:ipals, since intimate knov!Tledge of both 
secondary-school and elementary-school curriculums, methods, 
and organization is highly desirable in the performance of' 
their duties. All enrollment groups reported at least one 
principal supervising elementary grades, the number becoming 
smaller and smaller as the schools increase in size. 
Employment of full and part-time teachers.-- The 
minimum number of full-time teachers employed is three, and 
the largest number is ?1. T'ne median number for all schools 
is nine. Most; of' the schools indicated employing part-time 
teachers, such as instructors in music, art, and physical 
education. Colleges and universities in New Hampshire send 
their practicE) teachers to various high schools throughout 
13 
the state. Th~Ls group is included in the list of part-
time teachers. ~~o schools reported having as many as seven 
part-time teachers. The median nu..-rnber for all schools is 
t wo. Table 3 :3hows the extent of employment for full and 
part-time teac~ers. 
Table 3. Median Number and Range of Full and Part-Time 
Teac hers ~played . 
Enrollment 
Group I
, Median 1\Jumber 1Range of llViedian l\lumber 
' of Full-time jFull-time of Part-time 
]I Teachers Teachers Teachers 
Range of 
Part-time 
Teachers 
\l} 11 ( 2 ) { 3 } { 4 ) 
I • • • • • ... • 
\100 or fewer} 
II . ....... . 
\101-200} 
III ••••••..• 
(201-500) I 
IV • •.•....• 
\501 or more} I 
All Combined • • 1 
6.0 3-13 2.0 
8.0 4-17 1.0 
12.0 9-32 2.0 
38.0 17-'71 3.0 
9.0 3-71 2.0 
( 5) 
0-3 
0-4 
0-5 
0-7 
0-7 
The number of full-time teachers ava ilable increased as the 
enrollment increases in size. The teaching load is 
exp ected to be: heavier in those schools reporting a small 
number of teac hers. Because of the lack of a sufficient 
number of teachers, the afuainistra tor, in many instances, has 
to t ake on tea.ching duties in addition to his regular 
administrative and supervisory duties. Some principals in ea ch 
enro.llment group indicated having no -part-time teachers 
available, but the number increases steadily from the smaller 
to the larger schools, the range being from three to seven. 
Number and length of class periods in the school day.--
Aminimum of six, and a maximum of eight periods in the 
school day was reported, the median for all schools in this 
11 
study being sev-en. A. K. Loomis, in connection with the 
National Survey of Secondary Education, found the follo rv-ing 
in a study of 1.78 selected schools of all types: "86.5 per 
cent of the sc l::lools to be divided among 6, 7, and 8 periods 
a day as follows: 68, 6 periods; 36, 7 periods and 50, 8 
periods. 11 A mlnimum of 40 minutes snd a maximum of 60 
minutes was revealed as being the length of the da ily class 
period, the median for all schools in this study being 45. 
All the high-sohools of Ne,-.,r Hampshire concur with the 
gJ 
findings of A . K. Loomis, as being divi ded among 6, 7, and 
8 p eriods a day. Most of the schools are commonly organized 
along the ' trad:Ltional line of 40 to 4 5 minutes in length, 
although some ::whools r eported periods 60 minutes in length. 
Table 4 shovvs the median number C:l.nd r ange of periods in the 
school day of the schools represented in this study. 
y A. K. Loomi :3, l!dwin s. Lide, a.nd B. Lamar Johnson, The 
Program. of i3tudies, Bull etin !~umber 17, 1932, The National 
burvey of' Secondary Education, Monograph i.'lumber 19, United 
St ates vffi ,~e of Educ a tion, Washington, D. C., 1933 , Table 
p. 324. 
y Loc. cit. 
14 
27, 
Table 4. Median Number and ~nge or Periods Per Day, and 
the :Median and Range of the Length of the Class 
Period 
15 
I I Range or §} a/ Median 
1 Median N1..unber l Periods Bange of-Length Enrollment I or Periods in in School of Length of 
Group 1 School Day lJa:v Periods Periods 
\ ll ! {2) \3) \ 4 } \5) 
r •.. ... : . ·l I ?.0 6-8 45.0 I 40-60 (100 or fewer) I 
t 1oi~200 i · · · · ·1 ?.0 6-8 I 45.0 40-60 I ?.0 6-8 4 5.0 40-60 III ••••••.. •• , I I (201-500} 
IV •••• • • h • • I 13.0 I 6-8 44.0 40-55 ( 501 or more) 1 
. All Comblned •• , ?.0 6-8 I 45.o 40-60 
§/ Data computed in minutes 
Length o:E' Principal's school day.-- A median of eight 
hours is spent in school each day by the principals of the 
high schools of New Hampshi re. The number of hours varies 
in length from a reported minimum of six, and a maximum of 
12. One ad.mi:nistrator reported spending as much as 12 hours 
a day in school. He is the h ead of one of the smallest 
high schools in the state. In addition to being principal, 
he teaches cla s s es, and coac h es athletics. The number of 
hours in the school day ranges from five to seven, the median 
16 
for all schools reporting being six. Table 5 shows the 
amount of time principals s pend in school each day, and the 
length of the school day of the schools in this study. 
Table 5. Median Nwr1ber and .J:tange of Hours Prine ipals ::>pend 
in School Each IYdy, and the Median and Range of 
Hours Schools are in t>ession Each Day 
!Median Number I Range of I Range of 
lof Hours ::>pent Hours ! Median Number Hours in 
Enrollment in ochool Each Spent in of Hours in School 
Group Day School School Dav Day 
ll} 12} (3) -{4) J5J 
I • • • .... 8.0 6-12 5.7 5-7 
(100 or fewer I II ....... 8.5 7-10 5.7 5.5-6 I I (101-200) I 
III •••••• ·1 8.0 6-10 6.0 5-7 (201-500) I 
IV ••••••• j 8.5 6-10 6.0 5-6 (501 or more) I 
I 
All Combined. J 8.0 6-12 6.0 5-7 
I 
It is significant to note that the principals spend about t wo 
hours longer in school after the pupils have been dismissed 
for the day. 
Instruction 
Principals who teach classes.-- Seventy-two per cent o~ 
the principals reported engag ed in teaching classes, in 
addition to their regular administrative and sup eri vsory 
duties. The only group reporting ·being free from teaching 
duties are those principals in Group IV( 501 or more). As 
v;as noted previously, they are hea ds of high schools in the 
1/ 
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l a r ger communi ties of New Hampshire. The bulk of teaching 
principals are in group s I(lOO or fewer and II(lOl-200). 
All of the principals in Group I tea ch classes; 84 p er cent y 
in Group II; and Group III, 57.1 per cent. Table 6 shows 
t h e number and per cent of principals who reported teaching 
cla sses. 
Table 6. Number and per cent of Principals Viho Teach 
Cla sses 
Responses 
Enrollment 1 Per 
Gl"OU:P ]\lumber lient 
(1) (2 ) l 3 ) 
I 
I • • .. • • • • • 21 28.0 (100 or f ewer) I 
II ......... 21 \ 28 .0 
(101-200) 
III . ........ 12 16.0 
(201-500) I I 
I V •••••••• • j 0 I o.o ( 501 or more) I 
I I Total ••••• •j 54 I 72 .o 
y Op. cit., p . 11 
y v. Table 1, p . 10 
'-
1~e data indicates tha t the teaching principals are in the 
schools with small pupil enrollment. One important 
assumption as to why the administrator is often tirnes busy 
with trival matters is the fact that he is more teacher 
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than principal. Because of this added responsibility, the 
principal has a difficult task in apportioning his remaining 
free time for fUndamental administrative and supervisory 
functions. With such limited time at his disposal, the 
teaching principal must exercise great discretion in utilizing 
his free time in those functions most important to the 
successful afuainistration of the school. 
~tent of time in teaching classes.-- Of the 54 principals 
who reported teaching classes, it was found that a median of 
three pe~iods a day is spent in teaching. One principal 
indicated that he teaches seven periods a day, as many as 
there are in his school each day. The minimum number of 
periods taught each day is one, vn1ile four principa ls reported 
doing substitute teaching for teachers absent from school. 
The number of periods taught per day by principals is much 
larg er in the smaller high schools, and the nmaber decreases 
as the high-school enrollment increases. oince substitute 
teaching is not a daily occurence, this does not have much 
of an affect on the principal's school-time. 'l'able ? 
shows the number of periods taught each day by teaching 
principals, and the range for each enrollment group. 
Table 7. Median Number and Range of Periods '!'aught Per Day 
by Teaching Principals 
Enrollment 
Groun 
1 
I • • • . • .. • • 3 .0 2-7 {100 or fewer) 
II ••••••••• I 3.0 2-6 
<1o1-2oo) I 
III ••••••••• 2.0 1-3 
(201-500} 
IV ••••••••• o.o 0-0 
(501 or more) 
All Combined •• 3.0 0-7 
These findings indicate that the administrators engag.ed in 
teaching part or all of the school day have little or no 
time available for performing any appreciable amount of 
administration and supervision. Because of the teaching 
load, much of the free time has to be g iven over to the 
preparation and presentation of lessons • . 
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Subject-matter fields represented by teaching princinals.--
In response to this item, it v~s revealed that science, 
mathematics, and social studies, in that order, are the fields 
most taught by principals. Over one half the m.unber of 
teaching principals teach in more than one subject-matter field, 
the favorite combination being science and mathematics. Table 8 
shows the subject-matter fields taught, and the number 
engaged in each. Note that one principal teaches driver 
education. His responsibility in this particular field 
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usually pla ces him outside of the school during the day, which 
necessitates someone to be in charge while he is absent from 
the building. 
Table 8. Nurnber of Teaching Principals Represented in 
Each Subject-Matter Field 
Subject-Matter Number of 
Field Responses 
ll) l2) 
Science........... 25 
Mathematics....... 25 
Social Studies.... 21 
:English..... • • • • • • 5 
Physical Education 5 
Business Studies.. 4 
Practical Arts.... 4 
Foreign ~anguages. 3 
Agriculture....... 2 
Driver Education.. 1 
Principals as coa ches of athletics.-- Thirty-seven 
p er cent of the principals reported coaching athletics. Of 
this number, 82.1 per cent are in Groups I(lOO or fewer} and 
21 
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II(lOl-200). As in teaching classes, the afuainistrators 
in Group IV(501 or more) are free from any coaching duties. 
gj 
Table 9 shows the number of principals engaged in coaching 
athletics in addition to their regular duties. 
Table 9. Nuraber and Per Gent of Principals ~fuo Coach 
Athletics 
Responses 
Enrollment Per 
Group Number Gent 
ll) l2) l3) 
I • • .. • • • .. • 13 1?.0 (100 or fewer} 
II . ......... 10 13.0 
\101- 200) 
III .......... 5 I ?.0 (201-500) I I IV •••••.•.. _. 0 o.o 
\501 or more} 
Total •••••• 28 3?.0 
Just as the majority of teaching principals are in Groups y 
I and II, all but a few of the coaching principals are in 
the same enrol~aent groups. These additional duties, like 
teaching classes, place a heavy burden on the shoulders of 
y v. Table 1, p. 10 
?J Ibid., p. 10 
y v. Table 6, p . 1? 
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the administrator who is seeking more time for fundamental 
administrative and supervisory functions. The principal who 
coaches athletics has to give up many of his evenings, Et.nd 
spend added time after school conducting practices. Time 
spent other than regular practices depends upon the type 
s p:ort coached. The ·writer used the term "evenings " as an 
example of the time usually spent by basketball coaches. 
Teaching principals also engag ed in coaching athletics.--
Fifty per cent of the principals who indicated teaching y 
classes, also, coach athletics. Of the tota l number of 
teaching principals coaching athletics, 85.2 per cent are 
in Groups 1(100 or fewer) and II(lOl-200). The combination 
of teaching classes, and coaching athletics is an indication 
that these principals may well be so 1vrapped up in these 
activities t hat they have very litt le time for p erforming 
duties exp ected of the school administrator. The primary 
function of the principalship may sometimes be neglected 
because of these additional responsibilities. Table 10 
shows the number of teaching principals who are charg ed with 
coaching athletics. The sports coached are not indicated, 
but include such activities as ba s ketball, baseball, foot-
ball, tracl::, and skiing . 
1/ V. Table 6, p. 17. 
Table 10. Number and Per Cent of Tea ching Principals Yfuo 
Coach Athletics 
Responses 
Enrollment J)er 
Group Number Cent 
llJ (2) l3) 
I • • • • • . • • • • 13 24.0 
llOO or fewer) 
II . ......... 10 19.0 
llOl-200) 
III . ........• 4 ?.0 
l20l-500) 
rv •••.•••••• 0 o.o 
l501 or more) 
Total ••••••• 2? 50.0 
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Extent of time principals spend in directing or coaching 
extracurricular activities.-- Less than one half the number 
of principals reporting in this study spend some time in 
directing or coaching extracurricular activities. All but 
eight in Groups I(lOO or fewer} and II(lOl-200}. The 
number of hours spent ea ch weelc r anges f'rom one half hour 
to as much as 20 hours. One principal indicated spending 
20 hours a week directing extracurricular activities. The 
median number for all enrollment groups is t wo hours a we ek . 
Table II shows the nurnber of principals who spend some time 
in this type of activity, and the amount of time g iven to 
it each week. 
Table 11. Number and Per Cent of Principals Who Direct or 
Coach Extracurricular Activities, and the Median 
and Range or Hours Spent ~ch in Thes e 
Activities 
Res:Qonses Med1.an Number Range of 
.llirlrol..Lrn.ent l:'er or Hours Hours Spent 
Group Number vent Spent Per Week Per Week 
ll) {2} {3) { 4) { 5) 
I • • • • • • . • 9 12 .0 2.0 1-5 (100 or fe\ler J 
II . ....... 12 16.0 2.0 1-20 
llOl-200) 
III . ....... 6 8.0 2 .0 1-2 
\201-500) 
IV .. .....• 2 3 .0 2 .0 5-3 
Total •••••• 29 3g.o 
--- ----
In light of the eviaence revea~ea 1.n ~able 11, it is 
signii'icant -co no-ce that, once again , ttny a.aded au"ties per-
rormed. oy ttruuinistra.t.ors are usually t aken on by principals 
in Groupsi(lOO or f evrerJ and II(lOl-200). In some schools, 
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this activity is delegated to a teacher or group of teachers. 
Since many of these activities take pla ce during after-school 
hours, the principal•s school time is not usually affected . 
H owever, provisions have been made in many school systems 
for including these activities as part of the school day. 
Principals directing extracurricular activities in schools 
organizing their program as part of the regular school day 
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have to alJ.ocet.te some of' their school- time for this 
additional responsibility. 
Administration 
Allotting time f or regular office hours.-- Over one 
half the number of principals maintain regular offic e hours. 
The r~aainder do not maintain office hours, or signified that 
they are on call at all times during the schoo~ day, and 
a fter school has been dismissed f or the day. Table 12 shows 
the number of principals maintaining regular office hours . 
Table 12 . Num.ber and Per Cent of Principals Vlho Maintain 
Regular Office Hours 
.ttesuonses 
Enrollment Per 
Groun Number Cent 
\l) {2) (3) 
I. • • • ~ .... . a.~ 19 _ , _. 16 . 0 
(100 or fewer) 
II .• .•• • ••. . 8 11 . 0 
(101-200) 
III • ••• . ••..• 15 20 . 0 
(201-500) 
TV" ••• •• • •• •• 3 4.0 
(501 or mo.re) 
Total ••• ••• • 38 51 . 0 
It is significant to note that of t h e total number of principals 
G ( ) 11 . . revealed in roup I 100 or fewer , over one half ma1nta1n 
i/ V. Table 1, p . 10. 
26 
regular office hours, even though all have indicated tha t 
they are engag ed in teaching classes all or part of the day. 11 
Responsibility f or the guidance program.-- Sixt y per 
cent of the principals are solely responsible for the guidance 
progr am in their schools. Only a small number of schools 
have a full-time guidance couns ellor. In many schools, a 
teacher or group of teachers collaborate with the principal 
in organiz ing and conducting a program of guidance. 'l'able 13 
shows the distribution of responsibility f or this program. 
Table 13. Number and Per Cent of Schools Reporting in Whom 
the Hesponsibility for the Guidance Progre~ is 
vested 
Resnonses 
Of:Licia l .l:'er 
Position Number Cent 
_tl} l2) l3J 
Principal ••• 45 60.0 
'l'eacher or 
Teach ers •••• 15 20 .0 
Guidance 
Director •••• 9 12.0 
.l:'rincipal & 
Teach ers •••• 6 8.0 
Tota l •••• ?5 100.0 
1/ Op . cit., p . 1?. 
1 
'' 
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Performance of certain administrative function.--
The items which the majority of the principals p erf orm da ily 
~:rere found to be: inspection of the school building , 
conference with pupils referred ~y teachers, and investigating 
disciplinary cases. In most instances, the administrators 
indica ted that they do have a definite time allotment for 
the p erformance of t h e items listed in Table 14. Many of the 
custodians of a smaller high school are usually employed 
on a part-time basis, thus, the principal has the added 
responsibility for maldng periodic checks of the school 
building during the janitor's absence. The visits of sales-
~ men are occasional, so t hat the principal has to make a 
readjustment in his schedule, if the visits are unannounced 
prior to the intervievv- . However, in the cases of teaching 
principals ·who are engag ed in that duty all or par t of the 
day, the administrator concerned has to be judicious in 
' 
allocating time in these interviews. One of the most time 
consuming functions of the principalship is conferr ing with 
pupils referred by teachers. 1he nature of these meetings 
is varied. They may be for disciplinary causes, or an 
ap~ointment to discuss some personal problem. In either event, 
the principal is exp ected to give as much tLme as the individual 
warrants, as part of his responsibility as the school 
administrator. 'lable 14 shows this distribution of t ime 
allotments for s p ecific administrative functions. 
Table 14. Nu.mber of Principals Who Perform Uertain 
Administrative Duties, and the Time Allotment 
For Each Function 
Responses 
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Administrative 
Function Daily Weekly 
Occasion-
ally 
~id Not 
Reply 
(1) {2) l3) ( 4} (5) 
Inspection of building •••••• 46 18 10 1 
Interview salesmen •••••••••• 
I 
17 I 3 54 1 
Confer with parents ••••••••• 
' 
16 I 5 53 1 I Confer with superintendent •• 14 I 38 21 2 I I Confer vvi th department heads 19 I 21 I 23 12 I Curriculum conference ••••••• 2 5 I 61 7 
I 
Conference with teachers 
regarding administrative I I rna tters . .................... 17 25 30 3 
I i Confer with pupils referred I by teachers .•.•.••••.•.•...• 42 6 26 1 
Investigate disciplinary I I 
cases . ...................... 37 7 30 1 
Confer with truant officer •• 7 2 43 23 
Confer 'INith school board •••• 1 2 59 13 
School publicity •••••••••.•• 4 46 22 3 
Outlining school policies 
to teach ers •••••••.••••••••• 1 20 53 1 §.! 
Direct visual aids . . . . . . . . . 1 1 
Handle athletic 
§) 
finances •••• 1 §) 
Handle school accounts •••••• 3 
~ Items added by respondents . 
Many principals indicated carrying on a program or school 
publicity. Tnis is one method or interpreting the school 
to the community, the extent and method depending upon 
the administration's educational philosophy. 
Use or administrative assistants .-- Forty per cent or 
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the pri ncipals have administrative assistants. ~~ese assistants 
are called submasters, or assistant-principals. Over one half 
the numb er are available in the schools of Groups III(20l-500) 
and IV(501 or more). Table 15 shows the distribution of the 
30 administrative assistants among the enrollment groups. 
Table 15. Number and Per Cent or Principals Who Have 
Administrative Assistants 
Res onses 
Enrollment l~er 
GrouT Number vent I {21 I {31 1} I I 
I I 
llOO I~; • f~;,~;) 1 2 3.0 I I 
II ......... ~ 9 I 12.0 llOl-200) I I 
I 
III ••••••••• ~ · 12 16.0 
(201-500) I 
I 7 9 .0 IV •••••••••• 1 ( 501 or more} I 
Total I 30 4 0.0 
All but one school in Group IV rep orteQ having an administrative 
assistant . In general, the larg er the school, the greater 
_, 
the probability that the principal will be provided with an 
assistant administrator, either full or part-time. 
Supervision 
Distribution of time spent on supervisory f~mctions.-­
The amount of time sp ent on each fUnction listed in Table 
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16 varies vTi th each principal. Some indicated that they are 
unable to spend any time visiting classes, while as much 
a s 15 hours vvas revealed. The teaching principal is not able 
to spend a s much time in this activity as the non-teaching 
principal. The principals in this study spend a median of 
t wo hours a week visiting classes to observe teaching, and 
helping teachers with their teaching problffias. Forty-three 
reported s p ending time in supervising study halls, the median 
being t wo hours a week. The median time for other items in 
this list of functions drops steadily dm1m to one half' a 
week. The range of time is from 0 to 18. There is very 
little demonstration tea ching done by principals, as well as 
supervision of the preparation of the a ssembly program. The 
latter activity is usually delegated to a teacher or group 
of teachers. Table 16 shows the distribution of time spent 
on all sup ervisory activities listed in the inquiry form. 
Table 16. ~ edian Number and Range of Hours Per Week Spent 
by Principals in the Performance of Certain 
Supervisory Functions 
Sup ervisory 
Function 
111 
Visit~ng classes to observe I 
t eachJ.ng . .....•...•..........•• 1 
Helping teachers with their 
t eaching problems •••••.•.•.•••• 
Supervising study halls .••.•••• 
Demonstration teaching ••••••••• 
I 
Holo.ing meetings vvi th depart-
ment heads regarding instruct-
ion •••••••.•••••••.••••••.••... , 
Visiting homes of pupils regarar 
ing school matters ••••••••••••• , 
Conferences with supervisors l 
regarding visiting of clas s es •• 1 
I 
Supervising the preparation of I 
an assembly program~ .••••••.••• , 
lVledJ.an Numb erj 
of Hours 1 Range of 
Spent Per 1 Hours Spent 
~ 'leek Per Week 
(2) (2) 
2.0 
2.0 
2.0 
.5 
1.0 
.5 
.5 
.5 
0-15 
0-10 
0-18 
0-3 
0-5 
0-10 
0-4 
0-3 
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Number and length of classroom visits.-- median of eight 
visits a week was reported, and of the principals indicating 
mak ing such visits, the number ranges from 2 to 20. All 
principals visiting classes s pend a median of 20 minutes each 
visit. However, the number varies, the range being from 5 to 
60 minutes in length. rfu.ble 17 shows the number and length 
of such visits. 
Table 17. Ivledian Number and Rang e of Classroom Visits .l:'er 
'/eel<: Jli ade by Prine i pals, and the 1 edian and 
Range of the Length of 1rhese Visits. 
§] 
Enrollment 
Grou 
t 1) 
I . • •• •.•. • l 2 .0 0-9 20.0 0-30 
(100 or fewer) I I 
II . .•• • •. • • I 3 .5 0-17 15.0 l 0-60 llOl- 200) I 
I I I • .. . . •. . • I j 9.0 0- 20 22 .0 I 0-40 l 201-500J I I I I V • . •. ...•. I 9 .0 2-15 20.0 I 5- 40 \501 or more) I 
t I All Combined •• I s.o 0-20 20.0 I 0-60 I 
§) Dat a computed in mi nutes 
It is s i gni f icant to note that the principals in Group I(lOO 
or fewer), in v i evr of the added resp onsibilities taken on 
11 
by many of t h e a dministra tors in this enrollment g roup , 
s p end much less time on classroom visits than do pri ncipals 
in the larg er enrollment g roups. 
1/ v. Table 6, p. 17, and Table 9 , p . 21. 
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Time allotments for general faculty meetings.-- All 
but one principal ans·wered this item. 'lb.e remainder indicat ed 
holding faculty meetings, the majority favoring the bi-monthly 
and monthly meetings. Only a few hold their meetings "when 
occasion demands." 'rable 18 shov~s the distribution of time 
a llotments for such meetings. 
Table 18. Number and Per vent of Principals 1fuo Specified 
·time Allotments for General Faculty Meetings 
Res~onses 
Number ! 
.Per 
vent 
l2) l3) 
30 40.0 
Monthly •••. 26 35.0 
Weekly •..•• 14 19.0 
As Occasion 
Demands •••• 4 5.0 
Did Not 
Reply •••••• 1 1.0 
Never •••••. ·I 0 o.o 
I 
I 
Total ••• j ?5 100.0 
Length of general f aculty meetings.-- On e principal 
reported holding weekly faculty meetings, 15 minutes in 
leP_gth. The median for e.ll groups is 60 ! and the 
range is from 15 to 1 20 minutes in length. Table 19 shows 
the median and range of time for such meetings. 
Table 19. Median and Range of the Length of General 
Faculty Meetings 
~ _§} Range of Media n Length the Length 
of General of General 
Enrollment Faculty Faculty 
Groun Meetin12: s Vleetings 
llJ (2) (3) 
I • ... • . • . • 60.0 25-120 
llOO or fevmrJ 
Il . ........ 60.0 15-120 
ll01-200J 
III . .......• 60.0 20-120 
'l 20l-500) 
IV • .•..•.•• 60.0 60- 90 
l501 or more) 
All Combined •• 60.0 15-120 
~ Date computed in minutes. 
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The r esponsib i lity for org~nizing the g en eral f aculty meeting 
i ncludes sp ending some time in planning the topics to be 
discussed at the meetings. It is in these conferences that 
the a dministra tor discusses any problems cormnon to all the 
s taff. 
Clerical 
Time s pent in certa in clerical duties.-- According to 
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the median number ·of minutes s pent each day , it was revealed. 
t hat principals spend. most of their time making a daily 
program of special duties, dictating letters t o the clerkl s), 
reading school mail , and. spending time giving instructions 
to the clerk\s). ~be amount of time spent on all the items 
in this particular questi on varied from a minimum of 2 to a 
maximum of 60 minutes each day. Table 20 shows the 
distribution of time spent each day in each function listed. . 
Table 20 . Median Number of Minutes Per Day Spent by 
Principals in Certain Clerical Duties 
Clerical 
Function 
llT 
IVIaking da ily program 
of special duties ••••• 
Dictating letters t o 
clerlc(s) •••••••••••••• 
Reading school mail ••• 
Giving instructions 
to clerks\s) • ••••. •••• 
~eeping school bulletin 
board. up-to-date • •••• • 
Preparing and issuing 
bulletins to teachers. 
Making requisitions 
for supplies •••••••••• 
Range of 
iiviedian Number Minutes 
of Minutes Spent 
Spent Per Day J>er Day 
l2) (3) 
15.0 5-60 
15.0 5-60 
20.0 5- 60 
15.0 5-40 
10 .0 2-30 
10 . 0 2-45 
10 .0 2-20 
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The l ack of clerical h elp forces the principal to spend much 
of his time performing clerical duties, which could well b e 
delegated to a clerk or clerks , so that he could spend 
more time in portant administrative and supervisory functions. 
Delegating clerical duties to pupils, teachers, or 
commercial department .-- Ei ghty-seven :per cent of the 
pri ncipals indicated making use of pupils as clerical 
assistants, and less than one half the number delegat e some 
of their clerical duties to teachers . Table 21 shows the 
distribution of clerical help available to the principal. 
Table 21. Number of Principals ~no Make Use of Pupils , 
Teachers, or the Commercial Department as 
Clerical Assistants 
.hesp_ons es 
l!.TI.rollmen"t No 
Group Commercial. Commercia l. Did Not 
1-'upils Teachers Department Department Renly 
\l) l 2) l3J {4} l5J .t 6) 
I . . • • • .. • • 20 10 16 1 0 
\100 or f ewer) 
II •...•.•.• 24 12 20 3 0 
\101-200) 
III .. .. ..... 1? 8 18 0 0 
l201-500} 
· IV •. o •••••• 4 1 3 0 1 
l500 or more) 
Total ••••• 65 31 5? 4 1 
L 
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Of the 70 principals reporting a cor~aercial department in 
t heir school, 81 percent utilize that department as clerical 
assistar.ts. From the data in Table 21, it is significant 
to note t hat p rincipals, in many instances, use a combination 
of all or part of the three agencies listed in the table. 
E:n.ployment of :t'ull and part-time clerical as s istants.--
Of the 18 full-time clerks employ ed in the secondary s chools 
of New Ha~wshire, 94 per cent are in the larg er schools. -11 
of the part-time clerks employed are in the t wo middle enroll-
ment groups, having a populat ion of 101-500. Table 22 sho·ws 
the distribution of' full and part-t ime clerks employed. 
Table 22. Number a nd Per Cent of Principals Vfuo Have Full 
and Part-Time Cl erical Assistants 
Res_I)ons es 
l!hrollment .l!ull-time l:'er .Part-tlme p er 
Group Clerks Gent vlerks Cent 
l1J \2} ( 3) J 4j ( 5) 
l . .........• 0 o.o 0 o.o 
llOO or fev'rer J 
II . .......... 1 1.0 1 1.0 
\101- GOO) 
III . .........• 9 12.0 3 4 .0 
\ 201-500) 
IV . .••••••.•• 8 11.0 0 o.o 
\501 or more) 
Total •••••••• 18 G4 .0 4 5.0 
3 8 
In light of the above evi dence, i t is apparent that most 
p rincipals have to enlist the aid of pupils, t eachers, or the 
commercial department, if they a re to find time for their 
prima ry duties. 
Principal's role in community activitie~.-- Ei ghty p er 
cent of the :principals are active in their local parent-
teacher association. Les s than one ha lf the number reporting 
i ndica ted sp ending some of their school time in work connected 
with the parent-teacher association. A large majority of 
the administrators a re active in professional and loc al 
fraternal g roups, as well a s loca l civil defense units. 
These a re t he i t ems most frequ ently mentioned. T!.1e principal's 
community relations are an integral part of his position 
as a r ep resenta tive of the high school. Memb ership in any 
organization means spending some time :fulfilling obligations 
expected of all members. Many times, the school administrator 
is ca lled upon to a ssume leadership of the group to which he 
belongs. Again, he must be judicious in alloc ating his time 
f or the p erformance of these added responsibilities, lest h is 
primary school duties, ~nd obligations to the school, be 
a ffected. Table 23 shows the distribution of the various 
co1nmuni t y a ctivities . in . which school administrators are 
active. 
Table 23. Number of Principals Who are actively Engag ed 
Community 
Activity (1} 
in Certain Community Activities, and the Number 
Who Indica ted Spending Some of Their ;:)chool Time 
in Connection With These Activities 
Responses 
5 
3 
6 
0 
g 
1 
1 
0 
0 
0 
0 
0 
0 
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Effect of membership in community activities on the 
principal's school time.-- Only 9 per cent of the principals 
indicated that their membership in community activities 
and organizations sometimes interferes with their primary 
school duties . Table 24 shows the number who reported this 
infonnation, and the enrollment group to which the responding 
administrator belongs. 
Table 24. l\!m11ber and Per Cent of Principals Vfuo Find tha t 
Membership in Gomraunity Organizations sometimes 
interferes With Their Primary School Duties 
Res_]2_ons es 
Enrollment .l7er 
Grou.p Number Gent 
ll} { 2) _l3l 
I • • • • • • • • • • 2 2 .6 {100 or fewer) 
II ..•.•..•.• 3 4 .0 
{101-200) 
III . ......... 2 2 .6 
{201-500) 
IV •• •...•..• 0 o.o 
{500 or more) 
Total 7 I 9.2 
It is evident that, in g eneral, the high-school principals 
in this study are successful in keeping their school duties 
and community affiliations apart from one another, so that 
these outside-of-school activities do not conflict with the 
fundamental responsibilities as sumed by the principal. 
CHAPTER III 
SUMivLtillY OF FINDUTGS, CONCLUSIONS AND RECOMMENDATIONS 
As indicated in Chapter I, the purpose of this study 
is to find how the secondary-school principals of New 
Hampshire distribute their school time, in an attempt to 
learn the status qf the principalship in the high schools 
of the sta te. 
Tentative Findings 
1. The majority of schools in this study are organized 
on the 6-6 plan. 
2. Less than one half the nmnber of principals 
supervise all or part of the elementary grades. 
3. The majority of principals supervising elementary 
grades are in charge of high schools enrolling 
200 or fewer pupils. 
4. TI1e number of full and part-tllle teachers employed 
increases from the smaller to the larger schools. 
5. 'r.he ma jority of schools favor the seven-period 
school day, ranging in period length from 40 to 60 
minutes. 
6. Principals spend anywhere from 6 to 12 hours in school 
each day, 8 hours being the most frequently mentioned. 
7. Almost three fourths of the principals teach classes; 
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all of the principals in schools enrolling 100 or 
fewer pupils; 84 p er cent, 101-201; and over one 
half, 201-500. 
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8. The teaching load of principals in high school 
enrolling 100 or fevrer is much heavier than that of 
teaching principals in larger schools. 
9. Principals in schools of 501 or more pupils have no 
teaching duties, and are able to spend more time in 
p erforming fundamental administrative and supervisory 
duties. 
10. Science, mathematics, and social studies are the 
most freq~ently mentioned subject-matter fields 
taught by principals, over one half the number 
teaching in more than one field. The dominant 
combination is science and mathematics. 
11. Less than one half the number of principals coach 
a t hletics, most of whom are in high schools enrolling 
200 or fewer pupils. 
12. As t hey are free from teaching duties, the principals 
in schools enrolling 501 or more do not coach 
athletics, leaving them that much more time for 
afuainistrative duties. 
13 . One half the number of teaching principals, a lso, 
coa ch athletics; all but a f' ew being in schools 
having an enrollment of 200 or fewer. 
14. Less t han one hali' the number of" principals direct 
or coach extracurricular activities, the ma jority 
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being in schools enrolling 200 or fewer. 
15. The majority of' principa ls sp end little time in 
this type of activity, delegating this function, 
usually, to a teacher or group of teachers. 
16. A little over one half the number of principals 
maintain regular oi'f'ice hours. Although all the 
principals in schools enrolling 100 or fewer teach 
classes, over one half that nuraber set time aside 
:for maintaining regular office hours. 
17. '111e majority of the princ i :pals as 2:n.une sole respon-
sibility for the guidance progr eJ.TI. ; only a few 
schools employing a full-t,ime guidance councellor. 
18. In less than one half the high schools, the 
principal shares the responsibility f or the program 
of guidance V'.rith his teachers, or delegates this 
duty to a teacher or group of teachers. 
19. The o.mount of time spent in p erforming administrative 
duties varies with each principal. 
20. Less than one half the number of principals have 
assistant administrators; the majority of these 
assi stants are ava].lable in schools enrolling 2 01 
or more. 
21. The amount of time spent in supervisory f1.mctions varies 
with ea ch principal. Visiting classes to 
observe teaching, helping teachers with their 
--~------------------------------
44 
teach ing problems, and sup ervising study halls are 
the f unctions revealed by the resp ondents as t aking 
up most of their time spent in supervisory functions . 
22 . Prine ipals in schools of 200 or 1'evmr pup i.Ls, 
bec ause or their teaching duties , s p end less time 
visiting classes to observe teaching than do 
principals who are free from teach ing dut.ies . 
23 . The bi-monthly and monthly general faculty meetings 
are the most ·p opular among tl1e :princ i pals in this 
study. 
24 . The majority of principals favor g eneral faculty 
meetings of 60 minutes in length. 
25 . The amount of tn1e sp ent on clerica l duties varies 
with ea ch principal, the availability of clerical 
h e.lp ef1·ect ing the time s pent by princ ipa .ls in these 
functions. 
2 6. 'l1le majori ty of principals make use of' pup ils or 
the corrunercial department a s clerical assistants. 
In many instances, the a dministrator delegates his 
clerical duties to both groups. 
27 . Only the principals in the larg er schools enrolling 
;~ 01 or more have a full-time clerk or clerks ava ilable . 
28 . Because of the lac lc of a full-time clerk or clerl~s , the 
ma jority of principals are forced to enlist the a id 
of pupils, teachers, or the commercial department 
as clerical assistants. 
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29. very few schools, unable to f~urnish a full-time 
clerlc , supply the principal with a :part-time 
clerk , leaving him that much more time for :primary 
duties than those principals vvithout any full or 
part-time clerical help. 
30. The maj ority of high-school principals are active 
in community activities and organizations. 
31. The most frequently mentioned organizations vrhich 
:principals belong to are the loca l parent-teach er 
association, profes s ional group, and local fraternal 
group . 
32. In general, the pri ncipals in this study indicated 
t hat they do not allow their membership in non-
school activities to interfeJ:e with their school 
obligations. 
Conclusions and Recommendations 
Principals take on additional duties because of the 
absence of sufficient qualified per s onnel and assistants. 
This is due, in many instances, to the comnmnity•s lack of 
funds for employing additional personnel. At this \fl.rr i ting, 
there is legislation pending in the g enera l court of New 
Hampshire for increasing present sta te a id to communities 
from ~400, 000 to ~?1, 000,000. VIi th a dditiona l :f'unds, needy 
c ormauni ties ·vvill 'be in a position to employ more teachers, 
granting the principal more freedom f'rom teach ing and coach-
ing duties, in order to devote more time to administrative 
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and supervisory functions fundamental to school afuainistration. 
The f inanc i a l s t atus of the community, plus its :philosophy 
of what type educ a tional program it vvants for its children, 
and ho :r much the community is v.rilling to spend to obtain this 
program, p l ays . an i mport ant role in determ.ining vvha t additional 
du:ti es the principal will have to assume along V•.ri th his :pri mary 
responsibilities. On the basis of the data collected in this 
study, and the anticipated increase in funds, the following 
conclusions and recommendations are set forth: 
1. The secondary-school principal should not be given 
the added responsibility of supervising elementary 
grades. 
2 . By reducing the teaching load of ·teachers, provisions 
for better teaching vvill be made. 
3 . ··ihenever possible, the principal should be relieved 
of all teach i ng duties. 
4 . The responsibility of coaching athletics should be 
delegated to a teacher, and not a ssumed by the 
principal. 
5. 1I"ne principal should delegate the directing or 
coaching extracurricular activities to individua l 
tea chers. 
6. Provision f or more full-time guidance directors 
should be made . 
7. The principal should feel justified in enlisting 
the active assistance of teachers in organizing 
a progr am of guidance, if there is no guidance 
director in the school. 
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8 . Dep ending upon the size of the school, an administra -
tive assistant who iNill be able to devote all or part 
of his time , should be made available to the principal . 
9. Freedom from supervis ing study halls should be 
gr anted the principal, so that he may be able to 
spend more time in fundamental a~1inistrative a nd 
supervisory cluti es. 
10. Regular general f aculty meetings should be held; the 
length of the meeting should be determined before-
hand and strictly adhered to. 
11. More clerical assistance should be provided the 
principal. 
1 2 . Because of the tea c her's heavy teaching load, the 
principal should not require the teacher to p erf orm 
clerical duties, if p ossible. 
13. If the community has the necessary funds to 
provide the principal with a full-time clerk or 
clerks, a n attempt should be made to furnish him 
vd th a part-time clerk or clerks. 
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14. The principal should feel justified in refusing 
membership in organizations and activities outside 
of school, if he fe els that h is participation will 
interfe:re with his primary school duties. 
15. All principals should take an active part in their 
local parent-teacher association. 
16. Since it vms revealed that many of the high schools 
in Nevv Hampshire are small, it is strongly recommended 
that these small school units be merged into regional 
school districts. The advantag es of such an organ-
ozation are many, and in particular reference to 
the problem in this study, the principal vlill be 
granted more free time to carry out his functions 
as the school afu1ini s trator. 
APPENDIX 
/ 
.. 
Name . 
( CO:!JY of Inquiry Form Usee in Thi s Study) 
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INQUIRY FORM 
ON 
HOW THE SECONDARY-SCHOOL 
PRINCIPALS OF NEW HAMPSHIRE 
DISTRIBuTE THEIR SCHOOL TIME 
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~--~----~-----------------------------------------------
Offical position. __ ,;__ ______________________ _ 
Name of. school -~~---------------------------------------------
Town or city~,;__----~----------------------------------------
1. Preliminary Information. 
A. What secondary-school grades are included under your 
supervision? Encircle: 7 8 9 10 11 12 
B. Do you also supervise elementary-school grades? 
Encircle: Yes No 
C. What was the total high-school enrollment of your 
school, as of September 1, 1950? _______ ~upils 
D. Is your school coeducational? Encircle: Yes No 
E. What is the total number of full-time teachers 
under your supervision at present? ________ teachers 
F. What is the total number of part-time teachers under 
your supervision at present? ____ teachers 
hOUI'S How many hours p,er day is your school in session? 
-
H.. ·About how many hours do you spend in school each day? 
hours 
-----
I. How many periods do you have in your school day? _______ __ 
periods 
~. What is the average length of each period in your school? 
minutes ____ ___...; 
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II. Instruction .. 
A. Do you teach classes at present? Encircle: Yes No 
B. _If "Yes" · to II-.A, how many periods per day do you 
teach? (If the number varies from day to day, indicate 
the average. ) ___ _..periods 
C. If ., "Yes" to · II-A~ in what major subject-matter field 
or fields are you presently teaching? (Check) 
lo English ( ) 6. Practical Arts 
2. Science ' ( ) 7o Music 
3. Foreign Languages ) 8. Art 
4. Social Studies ) 9. Health Education 
) 5. Business Studies ) 10 .. Physical Educatiqtt 
Other {please specify) 
11 0 Q 0 0 • • • • • • • • • • •• 0 ••• 0 • 13 a o o CJ o o • o o • o • o o • o • e o G • o 
12 o • • o • • • • • • • • o •• • o • o o e o o l4ooooooo••••••••••••••• 
D. In addition to teaching classes, are you engaged in 
coaching athletics? Encircle: Yes No 
Eo If "Yes" to II..;D, about how many hours per week of 
your time is given over to coaching athletics? 
---
hours 
F. What other extracurricular activities do you persona~lY 
direct or coach? (please specify) 
lee o o 0 0 0 o G 0 G 0 e. 0 o o. 0 0 o o o 0 o eo 3oooeooooeo••••••••••••• 
2oooeooo••••••••••••••••••oo 4-···~·················· 
G. If you listed any items under II-F~ indicate about 
how many hours per week of your . time is given over 
to the activity or activities listed? hours 
----
\ 
\ 
\ 
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III. Administration. 
A. Do you maintain regular office hours? Encircle: Ye~ No 
B. If "Yes" to III-A, indicate t he allotted time. 
------
-----------------· 
c. In whom is the responsibility of the guidance program 
of your school vested at prese.nt? 
D. Please indicate below how often you are able to per-
form the functions listed below. (Check) 
DAILY WEEKLY OCCASIONALLY 
) 
) 
) 
) 
) 
( ) 
( ) 
( 
( 
) 
) 
) 
) 
( ) 
( ) 
) 
) 
) 
( ) 
( ) 
( ) 
( ) 
( 
( 
) 
) 
) 
) 
) 
) 
) 
) 
1. Inspection of building 
2. Interview salesmen 
3. Confer with parents 
4. Confer with superintendeB~ 
5. Confer with department heads 
6. Curriculum conference 
7. Conference-with teachers 
regarding administrative 
matters 
8. Confer with pupils referred 
by teachers 
9. Investigate disciplinary pasea 
10. Confer with truant office~ 
11. Confer with school board 
12. School publicity 
13. Outlining school policies 
to teachers 
Other (please specify) 
( ) 
) 
l4o o • • o o o • • o • o o o o • • o • o o • • o • • o • 
15 0 •• 0 • • 0 0 8 0 0 0 0 0 0 0 • 0 • 0 •••••••• 
) l6ooooooo&eoooooooooo••••••••• 
-4-
IIIo Administration. (continued) 
DAILY WEEKLY OCCASIONALLY 
( ) l?ooooo•••••••••••••••••••• 
( ) 18 . ....................... . 
) 
) ) 
19 ........................• 
20 0 0 0 •• 0 0 0 • 0 •••• 0 0 0 • 0 •••••• 
E. Do you have any administrative assistants available 
in your school? Encircle: Yes No 
F. If "Yes" to III-E, please indicate their official 
titles, and indicate about what percentage of their 
time is given to administration. 
0 • • 0 0 • 0 0 0 • • • • • • • • • • • 0 • 0 • 0 • • • • • • • 0 • • • • • • • • 0 • • • • • • • • • • • 
Official title of 
adffiinistrative assistant 
• Approximate percentage of 
. , time given to administration 
loooooooooooooooooooooooo .. o loooooooooooooooo••••••••••• 
2 ......................... 2 .......•.........•......... 
3 ..•...................... 3 ......••.........•......... 
4 o o • o o o o o o o o o o o o o o · o o o o o o o o 4 o o o • o o o o o o o o o o o o o o o o o o o o o o o 
5 .••..•.................. -0 5 .•••......••..............• 
6ooooooooooooooooooo~oooo o 6ooooooooooooooooooooooooooo 
? 0 0 0 • • 0 • 0 • • 0 • • • • • • • • • • • • • 0 7 . • • • • • • • • • . • • • 0 • • 0 0 • • 0 • • • • • • 
IV. Supervision. 
A. About how many hours per week a!e you able to devote 
to each function listed below? 
1. Visiting classes to observe teaching. 
2. Helping teachers with their teaching problems. 
3. Supervising study halls. 
4. Demonstration teaching. 
5. Holding meetings with department heads regarding 
instruction. 
. \ 
_ r 
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IVo Supervision. (continued) 
6. Visiting homes of pupils regarding school 
matters. 
?. Conferenceffiwith supervisors regarding visiting 
of classes. 
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So Supervising the preparation of an assembly program. 
-------· 
Other (please specify) 
••• g •• 0 0 0 0. g. 0 • • . ••••••••••••••••••• 0 ••••••• • . ••••• 
10. . •...•••.............•...• •·• ..•..................• 
11. 0 • 0 0 0 • 0 0 0 • • • • 0 0 • • • • • • • • • • • • 0 • • • • • • • • · • • • • • • • • • • • • • 
12., 0 •• 0 •••• 0 ••• • .•••••••••••••••••••••• -•••••••••••••• 
13. 0 0 0 0 0. 0 ••• 0 ••••••••••••••• 0 •• • .••••••••••••• • · 0 ••• 0 
14. 0 ••••••• 0 0 - 0 •• 0 •• 0 · 0 ••• 0 •• • . ••••••••• 0 • • . • 0. 0 ••••• 0 •• 
15. • 0 • ~ •• 0 •• 0 ••• 0 •••••. ••••.. •••• 0 ••• 0 ••••••••••••••••. • 
. B. About how many classroom visits are you able to make 
each week? 
c. What is the average length of each classroom v.isit? 
minutes ------~ 
Do How often do you hold general faculty meetings? 
) Weekly 
( ) Bi-m-onthly 
) Monthly 
) Never 
(CheQk) 
) Other time allotment •••••• oo oeoo o oo o ooOGO 
•••• 0 0 0 • 0 ••• 0 • 0 0 ••••••••• 0 0 • 4 •• 0 0 ••••••. •• 
·E. What is the average length of your general faculty 
meeting? minutes ...._ ____ _ 
Boston Un;_, ... -.'· ·, 
Schoo ct ··duc<'i~vr 
ll ran; 
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V. Clerical. 
A. Below is listed some clerical functions which may 
take up some of your school time. Indicate about how 
many minutes per daX of your time is taken up in the 
performance of these items. 
1. Making daily program of special duties. 
2. 
3. 
4. 
5. 
6. 
7. 
s. 
9. 
10. 
ll. 
12. 
13. 
14. 
15. 
Dictating letters to clerk. 
Reading school mail. 
Giving instructions to clerk. 
Keeping school bulletin-board up-to-date. 
Preparing and issuing bulletins to teachers. 
Making requisitions for supplies. 
Other {please specify) 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . ~ . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
• .. • •••••••••••••••••••••••••••••••• 0 •••••••••••••••••• 
• • • • • • 0 • 0 • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
• • 0 • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 0 • • • • • • • • • • 
• • • • 0 • • • 0 • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 
· B. Do you make use of pupils as clerical assistants? 
Encircle: Yes No 
Co Do you make use of teachers as clerical assitants? 
Encircle: Yes No 
Do Do you delegate any of your routine office work to 
the Commercial department of your school? Encircle: Yes No 
E. How many full-time clerks do you have in yoUr school? 
F. How many part-time clerks do you have in your- school? 
, 
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VI. Community Relations. 
A. Please check which of the activities below you are 
actively engaged in at the present time. To the left 
of each item provision is made to indicate whether 
these activities take up any of your school time, as 
- . 
they might well in many instances.. If they take up RQth 
yo:ur in-s.chool, and out;...of'-s-chool ~ t :ime, indicate' by 
checking both spaces. 
SCHOOL~TIME OUT-OF-SCHOOL 
TIME 
) ) 
) ) 
1. Scout work 
2. Junior Red Cross 
) ) 3 •. Ameriean Red Cross 
{ ) 
( ) 
( ) 
) 
( ) 
) 
) 
( ) 
{ ) 
( ') 
( ) 
( 
) 
) 4. Parent-teacher assodiaticp 
( ) 5. Member of a veteran's grp}tp 
( ) 6. Local civil defense unit 
) 7. Member of local fire department 
) So Community playground activities 
) 9. Member of local professional 
group 
( 10. Member of a local fraternal 
group 
Other . (please specify) 
( ) 
( ) 
) 
) 
11. 
l2. 
13. 
14. 
15. 
• • 0 0 • 0 • • • 0 • 0 0 0 • • • • • • • • • • • • • • 
Q 0 0 0 0 • • • 0 • 0 0 • • • • • • 0 9 • • • • • • • • 
0 0 • 0 • 0 • 0 0 • 0 • 0 0 0 0 0 • • 0 0 • • • • • • • 
0 0 0 · • 0 0 0 0 • 0 0 0 Q Q 9 • 0 0 0 0 0 • • • • • • • 
0 0 0 0 0 •• 0 • 0 0 0 0 0 • 0 0 • . •••• 0 ••••• 
1~. . 0 •••• 0: 0 • 0 • 0 0 0 0 0 0 •••• 0 •••••• 
,.. 
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VIo Community Relations. (continued) 
Bo About how much of your school time each week is taken 
up in these activities'? hours 
-------
c. Do you find that your responsibilities in connection 
with these community activities take up so much of 
your time that they interfere with you major school 
duties'? Encircle: Yes No 
COMMENTS: Please feel free to write in below any comments you 
wish to make, which you feel will further clari'fy 
any pertinent points not brought out by this inquiry 
form. 
Would you like a summary of the findings of this 
study? Encircle: Yes No 
\ 
Dear Sir, 
(Copy of Letter of Transnuttal) 
30 Forest Avenue 
Everett~ Massachusetts 
January 3, 1951 
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I am a former teac.her at Appleton Academy, New Ipswich, 
New Hampshire~ and·; at present, am completing tp.e requirements 
for a Masters Degree in Education at Boston University. 
With the cooperation of the New Hampshire State Depart-
ment of Educati,on, and under the guidance of ,. Dr. Roy o. 
Billettp Professor of Education, Boston Univeristy, I am making 
a study of how the secondary~school principals of New Hampshire 
distribute their school time. 
The study should throw light on the problems of principals 
who seek more time for fundamental administrative and super-
vi.sory duties. 
The study will be impos·si ble without your help. . As one of 
the secondary-school principals of New. Hampshire would you answer 
the enclosed inquiry form? 
All information which you give will be held strictly con:f~­
dential, and will appear only in tabulated form in my thesis. 
<~~ In return for your cooperation, I . shall be gl'ad to send you 
a· summary of my findings. 
A prompt reply to the enclosed inquiry form will be greatly 
appreciated •. 
Enclosures: 
(1) Letter 
{2) Inquiry Form 
Sincerely yours, 
Nicholas J~ Meleones (Signed) 
(3) Stamped, self-addressed E:m,velope 
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(Copy of Follow-up Postal UardJ 
30 Forest Avenue 
Everett, Massachusetts 
January 29, 1951 
Dear Sir: 
In checlcing my records, I find that you have not 
returned the inquiry form mailed to you on or about January 
13 , 1951. 
If you have misplaced the original copy, and wish to 
have an opportunity to complete a form, pl ease advise me, 
and I shall be happy to mail another inquiry form for 
completion. 
Thank you for your cooperation in helping me to make 
this study. 
Sincerely yours, 
Nicholas J. Meleones 
(signed) 
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